APPLICATION FOR RECORDS RETENTION SCHEDULE O O T S VES AND BISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Geﬂrgla 30334,
Attention: Scheduling Section.

I'u “ID ASINCY USE . Agency Address - - FOR RECORDS MANAGEMENT USE
'] Application Dete - Department of Educatlon ) Apoptication Number
Off!c? 91‘ Administrative S?rViC?S. ) 82_-—- g\
Application Number i:c]:;:nr:;|e282:diTr§g§pirtat|on Division Datc Received Pﬂ,comp,e'md
nta, gta 3 MAY 6 1032 | MAY 19 1982
2. Person to Contact Working Title Telephone Number

Beverly Drake _ Principal Secretary 656-2L40

3. Action Requested
a. [@ Establish Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. DO Amend Application No. Check One: [0 Change; [ Supercede; 0 Void

4, Dates of Series 5. Records Series Title (followsd by title used in office; if different)
Earliest - Latest . ,

| Present Facilities and Transportation Division General Administrative Files

6. Division and Office Function What is the fupction of the Division and the Office in which this record series is created?

The Facilities and Transportation Division is responsible for determining facility
and transportation needs of the 187 school systems and for securing adequate
financial support to satisfy these needs. The Division assists local school
systems with the development of local facility plans and with the development of
school bus transpotrtation routés. It provides for the equitable distribution of
state capital outlay funds and the distribution of state funds necessary to
transport students to and from school.

These services are provided through the Division Director, & Facilities Section
staff of 13 and a Pupil Transportation Section staff of 9.

"17. Record Series Description This file contains the followmg documents {include form numbers and titles, if any):
R Artach samples of the file.

Documents relatingto:  providing information for operation of division office, Facilities
Section office, Pupil Transportation Section office within the Department and with
other state agencies, organizations, and individuals.

Included are: correspondence, memoranda, plans, schedules, policies, goals, laws, etc.,
concerning all areas of responsibility.

Fileisarranged:  alphabetically by subject. . \
.‘ 13

-

8. Monthly Reference Rate How often are records referred to which are:

One to six months old : Seven totwelve monthsold . _; Thirteen to twenty-four monthsold _______;
. Ywenty-five months and older ? ' ‘

9. Ansiual Rate of Accumulation of Records - 7
Lettersizedrawers ________ :legalsizedrawers . ;Shelves . ;Other (specify)

AR—50—71. Rav.76 - B B .- {oven




YES

NO | 10. Questionnaire  {Place an X" in the proper column)

8. Is this the officis! copy of the series? -
i not, where i3 it? : : )

b. Does the series contain confidential information requiring security handling? If yes, !.'tne iaw or regulation.

c. |Is this a vital record?

m -
X d. Does this series have historical or long term research value?

N/AY e Whenmeortwodocumntsmmeﬁlemkennecessarvtokeepﬁleem;ref'leforalmgpeﬂod could these

m_me;n_ts_busm_smgmw?
X .
X g. ls the unformat&on contained in this series ever analyzed andlor reeofded in a summarized report?
M yes, attach copy,
X h. Is there a duplication of this sen_es in your office, or in another office or agency?
Lyes. WhEre7
X N & -
X
11. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit period years.
b. Statute of limitation years, | e. Administrative need _ 1-5 years.

c. F-ederal law years. f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Exp!am admmlstratwe need.

-

12,

Approved Disposition Instructions  * This agency recomménds that the file series be cut off at the end of each ]
' B T DCalendarYear BFisﬂlYur DO'ther i then,

XX Hold in the current filesarea ___~__month(s) _5_.__ year(s); then
O Transfer to iocal holding area; hold ___________ year(s); then
O Transfer to State Records Center;hold - -~ __yearls); then

kX Destray. EIE ) e ’ CE
O Transfer to State Archives for permanent retention. , NOTE: Files may be destfroyed earlier than

[0 Other (Specify) o 5 years if obsolete or superceded.

These instructions apply to all prior and future accumulations of the series.

Agengy Head/Designee (Signature)

Records Management Officer  {Signature) - Date

—— !
AR-50-71; Rev. 76 ) T
- . L

Recommendations in para-
graph 12 are approved. State Audijtor/Designee s "’_/ 8 - g“"

1

v rd
State Records Commi yignature) ) - Date

5/22’8 Walloo. X /jawm«\omluw\ 9]‘//3'_2

fIf disapproved, attach letter 7
of explanation.) %ﬂ&smm é Mez jw 5 1 7-9 2

Attorney General/Designee




